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Overview of Commodity Ordering System

Welcome to the Food Distribution Program’s web-based commodity ordering system!
The monthly commodity ordering system is a 2-part process:

This is a simple and straightforward process that is easy to use. This manual will guide
you through the 2-part process.

Part 1. Ordering Allocated Commodities (A, B and Bonus)

From the 1% of the month through the 10™ of the month, you will place your order for
commodity items allocated to you for A and B commodities as well as Bonus items (if
available).

Note: If it should become necessary to allocate processed items (Like chicken nuggets
and beef patties), these items would show up in Part 1.

Part 2. Requesting and Ordering Surplus Commodities (A, B, Processed and
Bonus)

From the 16" of the month through the 25" of the month, you can request and order
Surplus commodities (all unused allocations of A and B from Part 1), processed items and
Bonus items (if available).

Surplus commodities are available on a first come, first serve basis, so you may want to
check it early.

This is where you will order flour, peanut products, pasta, and oil — these items are called
“open commodities.”

Processed commodities orders are also ordered online in Part 2 of your monthly order.
The first time a processed item is offered it will be allocated on Part 1.

Your entitlement amount will be drawn down as you order commodities each month. Once
you have reached 100% of your entitlement you will only be able to order Bonus items.

Once Part 2 is completed, orders are closed and your commaodities will be shipped to you.

You can also generate the reports you need — Bills of Lading and Planned Assistance
Level (PAL) Reports.
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Commodity Delivery Timeline

Commodities ordered in one month are delivered the next month (example: commodities

ordered in October will be delivered in November). See chart below.

Commodity Orders submitted in:

Will be delivered in:

August September
September October
October November
November December
December January
January February
February March
March April

April May

July August

Note: We do not ship in June or July

If you have any questions, please contact us at 208-332-6820.
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IMPORTANT!! PLEASE READ!!!

When working in the commodities ordering system, do not use the Enter key on your
computer keyboard at any time as it will kick you out of the screen you are in.

Always back out of a screen by using the “Back” or “Cancel” button located at the bottom
of the screen. If there is no “Back” or “Cancel” button at the bottom of the screen, then use

the back button in the upper left corner of the screen, or click on the side bar menu to open
a new screen.

Login

Welcome to the Idaho SDE web-based Commodity ordering site! The Internet address for
the website is:

http://cnp.sde.idaho.gov/cnp

Once connected to the website, you will see the following screen:

A Child Nutrition Program - Microsoft Internet Explorer El@lgl
File Edit view Favorites Tools Help l’:’

<) </ \ﬂ lg _;\I /-\’Sear\:h ‘:;E/Favuﬂtes {‘} A ».7 _ﬂ s _J ﬁ

address €] http:janp.sde state.id.us/cp/ v Bl ks &

C hild N utrition P rogram

@ Child Nutrition Programs Home

@ Crystal Report Viewer Plug-in

@1 #® Internet

To begin using the system, click on Login.

The second screen you will see is:
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Idaho Department of Education =l
Child Nutrition Program

Username: ||
Password: |

Enter the Username and Password then click on the “login” button and the following
screen will appear.

NOTE: Both the user name and password are the ones you assigned yourself when you
submitted the User Authorization form.

11 0 0 2 O 5 CEx
Idaho Department of Education =)

Child Mutrition Program

Pleaze choose which one of the following programs you would like to enter.

Mational School Summer Food
Lunch Program

Service Program

assssn | comons
Program Programs

To access the Commodity ordering site, click on the “Commodity Programs” wedge of the
pie.
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Commodity Program Home Page
Shown below is the Commodity Program home page. At the top of this screen are buttons
that help navigate within the system.

Idaho Department of Education ® (] (M) e e o
CNP Commodity Programs i A o S A oL

2000

Side Bar Menu b

This screen also has a side bar menu located on the left side of the screen. The menu
choices are Entitlement, Allocations, Orders, and Reports. Each of these choices is
documented in this manual.

Idaho Department of Education
CN P Commodity Programs
2000

@ Entitlement
@ Allocations ’
® Orders

® Reports

CNP 2000

Commodity Program

The above left side bar menu displays the following four menu items:

Entitlement — This section shows your Entitlement status for the year, and can be
checked at any time to monitor status of Entitlement dollars throughout the school year.

Allocations — This section is where you request surplus commodities in Part 2 of the
ordering procedure.

Orders — This section is where orders are placed.

Reports — This section allows you to print Bills of Lading and PAL (Planned Assistance
Level) Reports.
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Entitlement

Check your Entitlement. (Your entittement may change throughout the year, so make it a
habit to check it regularly.)

Click on “Entitlement” on the side bar menu. A subheading on the side bar menu will come
up called “Sponsor Inquiry” — click on this subheading. The Sponsor Inquiry function
allows a running balance of your entitlement to be viewed together with entitlement
transaction details. The screen that appears is called the Entitlement Inquiry:

Idaho Department of Education
CN P Commodity Programs
2000

, Entitlement Inquiry
® Entitlement
- Sponsor Inquiry Agreement# 0072  Sponsor: Basin 5.0 #72

@ Allocations
® Orders Program / Year

® Reports Program SCH
Choose a Fiscal Year
< Back I Cancel | Nt »

Entitlement Inquiry Screen

To access your entitlement information, choose the current Fiscal Year and click on the
“Next” button. The following screen will be displayed.

NOTE: If you need to go back, always use the “Back” button at the bottom of the
screen.
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Idaho Department of Education (U] (] > > cC o
CNP Commodity Programs Home  Hame  fome  Wome  hHome O
2000

Entitlement Inquiry

@ Entitlement

- Sponsor Inquiry Agreement? 0072 Sponsor: Basin 3.0. #072  Program: 2004 3CH
® Allocations

® Orders
® Reports

. Emiemem |
|_Group | Entitement | _Used | Allocation | _Date | Original | _Status |
Aand B | $62,121.00
96211175 | $925 | Reqloz7 | 6/16/2003 | §925 | Successful
$6911500 | 289675 | ADS | B/16/2003 | ($2.996.75) | Manual Adj.
56904038 | §74.51 Reql032 | 6252003 | $7461 | Successful
§59008.19 | $3220 | Reqi033 | 6252003 | $3220 | Successful
§57078.90 | §192929 | Septl | 6252003 | $1929.29 | Successful

1=

$56,546.04 §232.86 Oetl 71/2003 $232.86 Successful
$56,840.40 $a.64 Regl045 711/2003 5564 Successful
$56,793.00 F47.40 oct2 71272003 $47.40 Successful
$56,757.36 15.64 Beqgl053 7242003 $5.64 Successful
$55 BO7.76 | $1,179.60 o] 7114/2003 117960 | Successful -

§47273.39 | $127226 | Reqllsl | 8772003 | $127226 | Successiul
§4693479 | $33BB0 | Reql0B2 | 8772003 | $338E0 | Successful
§45738.13 | $119666 | Reql0S6 | 811/2003 | $119866 | Successiul
$44738.13 | $100000 | ADNM3 | 8112003 | (§1,000.00) | Manual Ad)
§43398.38 | $73975 | Reqlls?7 | 872772003 | $739.75 | Successful

Remaining | $43 998.38
<Back |@ =

This screen will show you a running total of your entitlement dollars. Each order you've
placed is listed. You can check an individual order by clicking on the underlined link listed
in the Allocation column (check Reports section for detail instructions to view the link). Use
the “Back” button to exit the Entitlement section.
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Part 1. Ordering Allocated Commodities
(A, B and Bonus - from the 1% through the 10" of the month)

1. Order your allocated items.

On the side bar menu, click on “Orders” and then click on “Entry Form.” Select the
program year (example: 2004) and click on the “Next” button.

2000

@ Entitlement

cC e

A y CRRS NSLP CACFP 5F5P CHMDT Exit
Commodity Programs Home Home Home Home Home

Idaho Department of Education ® [>] [ »] (>}

Order Form

@ Allocations
® Orders
- Entry Form

- Inquiny
® Reports

Agreement# 0072  Sponsor: Basin 5.0 #72

Program / Year

Program SCH 7

[2004=] ~<

|Choose a Fiscal Year

< Back | Cancel | et > |

The order form screen below will be displayed. This is where you order allocated items.

2000

@ Entitlement

Idaho Department of Education 3 (] (>} [ ») [+ [ X]

H . CRRS NSLP CACFP SFSP CMDT Exit
Commodity Programs . Horee, Home Home Home

Agreement# 0072  Sponsor: Basin 5.0. #372  Program: SCH

@ Allocations

® Orders Delivery Location

- Entry Form Order # Mew Order Delivery Period
- Inquiry Site Name Idaho City High School | Delivery Type Carrier Delivery
® Reports Delivery Address 100 Centerville Road Contact Cyndi Watson
City, State, Zip |daho City, ID 83631 Phone (2087392-4183 Ext. 300 /\

9/1,/2003 - 9/30/2003

Description Pack Size T Available
Value

Beans Green, Canned
Vendar F'nce H0. DD

G410 57.83

Corn Frozen
Wendor Friee: $0.00 n# $13.45 18
Applesauce Cnd BAH0 $10.13 10

Wendar Price: $0.00

e ol Coses | 0|
Submit Order | |

<E|ack| Refrash | Cancel | ﬂ

—

Enter in the quantity you want of each item in the boxes under the “Order Qty” column — up
to the maximum amount listed as available. If you are not ordering any of an item, leave
the quantity box blank. This screen shows in the available column the total number of
cases you can order at this time (your fair share).

11.8



The following screen shows an example.

CNP

2000

@ Entitlement
@ Allocations
® Orders

- Entry Form

- Inquiry
® Reports

Idaho Department of Education
Commodity Programs

Agreement? 0072  Sponsor: Basin 5.0. #0172  Program: SCH

Delivery Location

Order # Mew Order Delivery Period 9112003 - 8/30.2003
Site Name Idaho City High Schoal Delivery Type Carrier Delivery
Delivery Address 100 Centerville Road Contact Cyndi WWatson

City, State, fip Idaho City, 1D 83631 Phone (208)392-4183 Ext. 300

Description

Pack Size TR Available Order Oty
Value

Beans, Green, Canned

wWendor Price: $0.00 B0 §7.83 19 I'ID
Corn Frozen

wWendor Price: $0.00 30+# $13.45 16 |'|2
Applesauce Cnd

Wendaor Price: $0.00 BAH0 $10.13 1o I

e el Coses | 0|
Submit Order | |

<Elac:k| Fefresh |

Cancel |

L=

2. Check your order before you submit it.

To check your order before you submit it, click on the “Refresh” button. This will total up
the number of cases you are ordering and if there is a problem with the order you will get
an error message.

©

CACFP
Hoime

©

SFSP
Hoime

cC @

CMDT Exit
Horme

Idaho Department of Education ) [ 1]

H . NSLP
Commodity Programs hisd

CNP

2000

Agreement? 0072  Sponsor: Basin 5.0 #172  Program: SCH

@ Entitlement
@ Allocations
® Orders

Delivery Location

- Entry Form Order # Mew Order Delivery Period 9142003 - /30,2003
- Inquiny Site Name |daho City High School | Delivery Type Cartier Delivery
® Reports Delivery Address 100 Centerville Road Contact Cyndi Watson
City, State, Zip Idaho City, ID 83631 Phone (208)392-4183 Ext. 300

Beans, Green, Canned I

Wendor Price: F0.00 B0 $?83 19 10

Corn Frozen I

Vendaor Price: $0.00 30 # §13.45 16 12
Applesauce Cnd B §10.13 10 Ii

Wendar Price: $0.00
\ Total Cases

Submit Order |

<Back |

Refresh I

Cancel I
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3. Modify your order, if needed.

If you want to change your order, just fill in the new quantities and click on the “Refresh”
button again. Print the screen for your reference before submitting order. It will help you
remember what you ordered in Part 1 when you order in Part 2.

4. Submit your order.

Once you are satisfied with your order, click on the “Submit Order” button located at the
bottom of the screen. The following screen will be displayed:

Idaho Department of Education ® (] (>} [ ») [+ [ X]
CNP Commodity Programs fome  mNome  Home  Nome  fome Ot
2000

o Entitiement Thank You

e — Your Order, Number 1228, will be delivered between 9/1/2003 and 9/30/2003

- Inquiny
® Reports

This screen will give you an order number and the date range of delivery. Write this
order number down or print this page for reference.

NOTE: If you hit the Enter key by mistake, the “Thank You” screen will appear. Don’t
panic; just click on “Entry Form” and follow Step 5 in Part 2.

You are now finished with Part 1. To exit, click on the “Exit” button in the upper right
corner of the screen.

Idaho Department of Education ® [>] [ »] [P cC o

H . CRRS NSLP CACFP SFSP CMDT Exit
Commodity Programs e Home Home Home Home

Thank You

Your Order, Number 1228, will be delivered between 9/1/2003 and 9/30/2003

- Entry Form
- Inquiny

® Reports

The state office will close Part 1 of the ordering cycle at the close of business on the 10" of
the month. All commodities not ordered will be transferred into Surplus and you will have
the opportunity to request and order additional commaodities in Part 2 of the ordering
procedure.
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Part 2: Requesting and Ordering Surplus Commodities
(A, B, Processed and Bonus - From the 16" to the 25" of the month)

1. Request Surplus A and B commodities, processed commodities and
Bonus commodities.

Log back in to the commodity section (see pages 11.3 - 11.4 for Login procedure).

On the side bar menu, click on “Allocations” and then click on “Surplus Request.”

Idaho Department of Education
CN P Commodity Programs
2000

@ Entitlement
@ Allocations

- Surplus Request CNP m

- Sponsor Inquiry
® Orders
® Reports

Commodity Program

The following screen will be displayed:

Idaho Department of Education
CN P Commodity Programs
2000

Surplus Request

@ Entitlement

® Allocations Agreement? 0072 Sponsor: Basin 5.0, #072
- Surplus Request

- Sponsor Inquiry Program / Year
e Program SCH
® Reports

g |Choose a Fiscal Year ||2004j

< Back | Cancel | Mext > |%

Select the program year (example: 2004) and click on the “Next” button. The following
screen will be displayed:
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Haome Home Hoime: Hoime: Honve

Idaho Department of Education (U] (] > > cC o
CNP Commodity Programs CRRZ NSLP CALFP SREP Hradd Exit
2000

Surplus Request

@ Entitlement

® Allocations Agreement? 0072  Sponsor: Basin S.0. #072  Program: 2004 SCH
- Surplus Request Warehouse: Morthwest Distribution
- Sponsor Inquiry
® Orders
® Reports [ Entitlement | \ O\ $12031500( —
[ Entitlement Used | \ \ $52 154,48
| Remaining Entitlement F68,160.52
USDA
Description Pack Size | Comm Code | Group [Value | Surplus| Quantity
|Bnnus Commadities
‘ Potatoes Instant (Bonus) ‘ B/S LB | AZ00 ‘ A | 13.80‘ 1979 “
| Apricots Cnd {Bonus) Coem0 | A0 | oA 1841 309 |
Blueberries, Frozen Wild (Bonus) 304 AJ66 A 2191 434 I
MNFD Powder Milk (Bonuas) o5# B114 B 55597 448 I
Entitlement Commodities ; hd
Walnuts, English, Pieces 30 LB AZRT A, 52.60| 1768 I
Orange Juice Concentrate Frozen 12/32 0L A301 A 16.93| 888 |
Applesauce Cnd B0 A350 A 1013 529 |
‘ Peaches, Cling, Sliced, Cnd ‘ B0 | A408 ‘ A | 15.?4‘ G349 “
‘ Pears, Diced ‘ B0 | Ad34 ‘ A | 11.??‘ 3144 “ _
| Turkey Roast, Frz mesle | Asw | A | 7081 g9 ||
Eggs, ¥Whole, Frozen B LB A568 A 1500 B77 I
Beef, Frozen, Ground 404 40 LB AGDS A, F8.38| 1604 I Ll
‘ All Purpose Flour Enriched Bleached ‘ 471104 | B183 ‘ B | 5.64‘ 137 “
‘ Macarani Spiral ‘ 204 | B435 ‘ B | 5.80‘ 586 “
‘ Rolled Oats ‘ 12/3% | B445 ‘ B | 10.45‘ 7T “
| Qil, Vegstable CElgal | B | B | 2300 7 |
Gold Kist Chix Nuggets (Processed) 204 P901 A 15584 70 I
Fierre Beef Patty (Processed) 140/2.3 oz P903 A 3006 230 I

Totals
|Reques‘t Value: | $0.00 |Cases: |

o

<Back| Cancell Refreshl Submit Fequest |

[«

This screen will list all commodities available. If an item is not listed, it is not available.

For each item listed, the amount available is listed in the “Surplus” column. You may order
as much as you want of these items. However, please remember that your entitlement will
be drawn down accordingly.

This is where you create and submit a list of the Surplus A and B commaodities, processed
commodities and Bonus items you want to add to your Part 1 order of allocated items.
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Enter in the quantity you want of each item in the boxes under the “Quantity” column. If
you are not ordering any of an item, leave the quantity box blank. See following example:

Note: If your entitlement is used up, you can only order from the top part of the screen —
under the “Bonus Commodities” section. The system will not allow you to order anything
from the “Entitlement Commodities” section. If you put a quantity in the entitlement
section, you will receive an error message when you try to refresh or submit.

Idaho Department of Education ® [>] [ »] [P cC o
CNP Commadity Programs Fome  Home  Home  wome  home O
2000

Surplus Request

@ Entitlement

@ Allocations Agreement? 0072 Sponsor: Basin 5.0, #072  Program: 2004 5CH
- Surplus Request Warehouse: Morthwest Distribution

- Sponsor Inguiry

® Orders

LT Entitlement $12031500, —
Entitlement Used 52,154,438
Remaining Entitlement fR3, 160 52

USDA
Description Comm Code | Group |Value Quantity
Bonus Commodities
‘ Potatoes Instant (Bonus) ‘ BE/S LB | AZ00 ‘ A | 13.80‘ 1979 “
Apricots Cnd (Bonus) BAH0 A360 A 1841 309 I
Blueberries, Frozen Wild (Bonus) 30# A366 A 2191 434 |
‘ MFD Powder Milk (Bonus) ‘ S5# | B114 ‘ B | 55.9?‘ 449 “2
[Entitlement Commodities |
Walnuts, English, Pieces 30 LB AAT A 02.80| 1768 I
Orange Juice Concentrate Frozen 12/32 OZ A3 A 16.93| 888 I
Applesauce Cnd BAM0 A350 A 1013 529 I
Peaches, Cling, Sliced, Cnd B0 Ad0g A 1574 B39 |
Pears, Diced 6410 Ad34 A 1M.77] 3144 |
Tutkey Roast, Frz (masle | msw | A | 01| s ||
Eggs, ¥Whole, Frozen B LB A568 A 1500 B77 |
Beef, Frozen, Ground 408 40 LB AGDB A, B63.38| 1604 |3 Ll
All Purpose Flour Enriched Bleached 47104 B183 B 564 137 |2
Macaroni Spiral 20# B435 B 580 B8B I
‘ Rolled Oats ‘ 12/3% | B445 ‘ B | 10.46‘ 77T “2
‘ Qil, Wegstable ‘ 6/1 gal | B670 ‘ B | 23.10‘ 726 “
‘ Gald Kist Chix Nuggets (Processed) ‘ 20# | Po01 ‘ A | 15.54‘ 70 “5
| Floe Beef Patty (Processed) | 140230z | P03 | A | 3006 230 ||

Request Value: §0.00 Cases: 1]

<Elack| Cancel | Refresh | Submit Reguest | =
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2. Check your Surplus Request before you submit it.

To see your Surplus Request total number of cases requested and how much your
entitlement will be reduced, click on the “Refresh” button.

All Purpose Flour Enriched Bleached 47104 B183 B 564 137 |2
Macaroni Spiral 20# B435 B | sso0| e |[
Rolled Oats 12/3# B445 B |14 777 |
Gil, Vegetable B gal B670 B |2310] 726 |
Gold Kist Chix Nuggets (Processed) 204 Pa01 A 15684 70 |5
| Fiore Beef Patty (Processed) | 140230z | P03 | A | 3006 230 ||
Totals
|Reques1 Value: | $0.00 |Cases: | ] |
’m Cancel | Fefresh | Submit Request | z

I_ I_ I_ [ Trternet

The screen will reset and the “Request Value” (located at the bottom of the screen) shows
you the amount of entitlement you have used for this request.

| Gald Kist Chix Nuggets (Processed) | 208 \ Po01 | A | 15.54| 70 “5
| Pisrre Biesf Patty (Processed) |14E|f2.3 oz ‘ PoD3 | A | 3D_DE| 230 “
Totals
|Requesﬂfalue: | $315.04 |Cases: | 14
<Elack| Cancel | Refresh | Submit Request | z

By subtracting the “Request Value” amount from the “Remaining Entitlement” amount
(found at the top of the screen) you can determine how much entitlement you will have left
after this Surplus Request is processed.
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Home Home Home: Home: Home

Idaho Department of Education ® (] (>} [ ») [+ [ X]

CN P Commodity Programs CRRS NSLP CACFP SFSP CMDT Exit
2000

Surplus Request

@ Entitlement Agreement? 0072  Sponsor: Basin S.0. #072  Program: 2004 SCH
® Allocations Warehouse: Northwest Distribution
- Surplus Request

sponsorinquiny M (Entlement |

® Orders Entitlement F120,315.00
® Reports Entitlement Used §52 154 48
Remaining Entitlement B63,160.52

USDA
oo ruccsie conm case gVt g auany

|Bnnus Commadities

| Potatoes Instant (Bonus) | BALE | A0 | A | 1380 1978 ||

NOTE: The system will not let you order more than the remaining entitlement value. (If
you are over your entitlement value and try to submit an order you will receive an error
message.)

3. Modify your Surplus Request, if needed.

To change any quantities of your Surplus Request, enter your changes in the Quantity
column and click on the “Refresh” button. Print this screen before you submit your
Surplus Request.

4. Submit your Surplus Request.

When you are satisfied with your Surplus Request, click on the “Submit Request” button.

Beef, Frozen, Ground 404 40 LB AGDS A, F8.38| 1604 |3
All Purpose Flour Enriched Bleached 471104 B183 B 564 137 |2
Macarani Spiral 20 B435 B | s80 e [
Rolled Oats 1234 B445 B | 1048 777 |2
0il, Vegetable B gal B670 B |23 7w [
Gold Kist Chix Nuggets (Processed) 204 P01 A 15584 70 |5
‘ Pierre Beef Patty (Processed) ‘140&.3 oz | Pa03 ‘ A | 30.05‘ 230 “7
Totals
Request Value: |  $31504  |Casess | 14
< Back | Cancel | Refresh | Submit Request | z

The following screen will be displayed:
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Homse

B |daho Department of Education ® (>} (> (] ()] o )
CN P Commodity Programs CRRS Sparor NSLP cacrp srse cuoT it
2000

® Contracts N ot | ce

® Entitlement
®USDA Orders
® Inventory

® Allocations

- Allocation Inguiry
- Test Allocation

Your Surplus request has been allocated to your order.

YOU ARE NOT FINISHED YET!

- Special Allocation
- Surplus Request
LLLALEIEELEY | Click on the 'NEXT =' button to update your order quantities and re-submit your order.
- Cancel Allocation
- Adjust Close Date
- Clear Allocation MNext > |
- Sponsor Inquiry

® Billing

® Refusals
® Orders

® Shipping

[&° reana | I I I P~y e —

By submitting your Surplus Request, you are adding items to your Part 1 order of allocated
items. The next step will be to combine the surplus request order and your order from Part
1 and then submit it.

Click on the “Next” button and it will take you to the Order Screen

5. Combine orders from Part 1 and Part 2.

Idaho Department of Education . (] > (>}

. . CRRS MSLP CACFP SFSP CMDT Exit
Commodity Programs Home Home

Home

Order Form

® Entitlement
@ Allocations Agreement? 0072 Sponsor: Basin 5.0. #72
® Orders

- Entry Form
- Inquiny

Program / Year
Program SCH

|Choose a Fiscal Year ||EDD4j K/

<Elacl<| Cancel | [N et >

® Reports

Select the program year (example: 2004) and click on the “Next” button. The following
screen will be displayed:
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Idaho Department of Education ® () (> (] ()] o )
CNP Commoaodity Programs ChRs Sponsar Nste  CACFP sese cuor Edi
2000

Order Form

@ Contracts

® Entitlement Agreementt 0083  Sponsor: ¥West Bonner County 5.0 #0835 Program: SCH
®USDA Orders

@ Inventory Select the Orderftto modify your order.

& Allocations

@ Billing Delivery Site Delivery Period
& Refusals 1827 542572004 WEBCSD Warehouse £/1/2004 - BA0/2004

® Orders

- Entry Form <Back |

- Open Orders

- Process Orders

Click on the link in the “Order#” column to open up the current order. The following screen
will appear:

Idaho Department of Education ® e > [ 2 (]
Commodity Programs i L E eatd] Exit
Order Form ’
® Entitlement Agreement? 0072  Sponsor: Basin 5.0, #072  Program: SCH
@ Allocations
® Orders Delivery Location
- Entry Form Order # 1228 Delivery Period 91,2003 - 9430/2003
[ Inquiry Site Name Idaho City High Schoal | Delivery Type Carrier Deliver
® Reports ¥ g v lyp Y
Delivery Address 100 Centerville Road Contact Cyndi Watson
City, State, fip |daho City, ID 83631 Phone (2087352-4183 Ext. 300
Pack Size ST Available Order Oty
Value
Eieans Green, Canned I
Wendor Price: $0.00 B0 §7.83

Corn Frozen I
Wendar Price: $0.00 0 # $13.45 12 12 =

Beef, Frozen, Ground 40#&
andar Price: $0.00 40LB $68.38 3

MFD Powder Milk (Bonus)
Wendor Price: $0.00 a5# §a5.97 2

All Purpose Flour Enriched Bleached
Vendor Price: $0.00 AM0# §5.64 2 I LI

Rolled Oats
Wendor Price: $0.00 1203# $10.48 2

Gold Kist Chix Muggets (Processed) 0% §15.54 5

Wendar Price: $20.73

Total Cases

Delete Order | Subrmit Order |

<Back| Refresh | Cancel | =

This screen shows Part 1 (Allocation order) and Part 2 (Surplus Request) orders combined
together in the Available column. To complete your order, fill in the quantities of the
items you want in the “Order Qty” column. If you decide not to order an item, leave the
entry box empty. See the following screen for example:
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NOTE: If you change your mind about the quantity you ordered, you may decrease the
guantity at this time — even the allocated items ordered under Part 1. If you want to
increase the quantities at this time, you will have to repeat steps 1 through 4 of Part 2 —
create a surplus request, then place the order.

pooTy Order Form s

® Entitlement Agreement? 0072  Sponsor: Basin S.0. #72  Program: SCH
@ Allocations
® Orders
- Entry Form Order # 1228 Delivery Period 9/1/2003 - 9/430/2003
- Inquiry Site Name Idaho City High School | Delivery Type Carrier Delivery
Ll Delivery Address 100 Centerville Road Contact Cyndi Watson
City, State, Zip Idaho City, ID 83631 Phone (208)392-4183 Ext. 300

Beans, Green, Canned BAHN 57 83 10

Wendar Price: $0.00

Corn Frozen
Vendar Price: $0.00 0# §13.45 12

Beef, Frozen, Ground 40#
Vendaor Price: $0.00 40 LB #63.35 3

Imi
|127
|3—

MFD Powder Milk (Bonus] a3 fa5.97 2 |2—
I—
|2—
|5|7

Wendar Price: $0.00

All Purpose Flour Enriched Bleached
Wendor Price: $0.00 AM0# $56‘1 2

Rolled Oats
Wendar Price: $0.00 1205 §10.46 2

Gold Kist Chix Nuggets (Processed) I 515 54 g

Wendar Price: H20.73

Delete Order I Submit Order |

(Elackl Refresh | Cancel | =

i€ l_ l_ l_ | mkernet

Click on the “Refresh” button to see the new total.

® Entitlement Commodity Available
. X Value
ocations

Wendar Price: $0.00

Gold Kist Chix Nuggets (Processed)
Wendor Price: $20.73 e §15.54 5

[ o |

T

iy UES;:,";:ai?:m we | owas | o2 g

® Reports Beef, Frozen, Ground 40# A LE 550,90 3 |3—
Vendar Price: $0.00

D w | ww |z E

vpt”dffprﬁgiio':_éuour Enriched Bleached 41108 §5.64 ) Ii

Rolled Uats 12/3# §10.45 2 B

|57

[¥5)

Total Cases

Delete Order | Submit Order |

(Elackl Refresh | Cancel |

AN
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At this point, you have one last opportunity to change your total order. Make any changes
and click on the “Refresh” button to make sure it is what you want.

It is important you print this screen before submitting your order. The information on
this screen should match your Bill of Lading.

NOTE: All items with the word “Processed” after them indicated further processed items
from the raw product. An additional fee will be charged by the carrier for these items in
place of the delivery fee. Under the name of the processed item is the vendor price you
will be charged per case by the carrier. The commodity value is the amount that will be
deducted from your entitlement, not the vendor price (see screen below).

All Purpose Flour Enriched Bleached I
Wendar Price: $0.00 4108 564 2

Raolled Oats I
Vendor Price: $0.00 123 $10.48 2 2
Gold Kist Chix Nuggets (Processed) I
Vendar Price: $20.73 0% $15.54 5 5

Delete Order | Submit Orcler |

«Back | Refresh | Cancel | =

6. Submit your combined order for the month.
When you are satisfied with your combined order, click on the “Submit Order” button.

@ Entitlement

@ Allocations

Eieans Green, Canned I
e Vendor Price: $0.00 Br#10 §7.83

- Entry Form
. Carn Frozen I

- Inquiry Wendar Price: $0.00 0 # $13.45 12 12

e Beef, Frozen, Ground 40# I
Vendolr Frice: $DTDD aLe $68.33 3 3
MNFD Powder Milk (Bonus) I
Wendar Price; $0.00 5% $55.97 2 Z
All Purpose Flour Enriched Bleached I
Wendar Price: $0.00 4r10#% ¥5.64 2
Folled Dats I
Vendor Price: $0.00 12/5# $10.48 2 Z
Gold Kist Chix Nuggets (Processed) I
Vendar Price: $20.73 0% $15.54 5 5

Delete Order | Submit Order |

<Elack| Fefresh | Cancel | Q
If there is a problem with your order you will receive an error message. You will need to fix
any error before the order can be processed.

2l
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The following screen will be displayed:

Idaho Department of Education ® [»]

H . CRRS NSLP CACFP SFSP CMDT Exit
Commodity Programs Horee, Home Home Home

— Thank You

® Allocations
® Orders

- Entry Form

Your Order, Number 1228, will be delivered between 9/1/2003 and 9/30/2003

Print this screen.

Once you have submitted a Surplus Request order, you are done with the commaodity
ordering process for the month. Both Parts 1 and 2 of your orders are compiled and the
items you ordered will be shipped to you.

Entitlement and Commodity Allocation Reports

The Commodity Allocation Report (CAP) shows the quantity and case value of the
commodities that have been order. This report may be run at any time because it is not
part of the ordering process. As soon as the order is submitted you will have access to it.

Important Note: The case value is no longer on the Bill of Lading. This report will now
provide you with that information.

To get to the report click on “Entitlement”, located in the menu on the left side of the
screen, then click on “Sponsor Inquiry “which appears under Entitlement. The following
screen will appear.

Idaho Department of Education (]
CNP Commodity Programs pad bzl en et x
2000

Entitlement Inquiry

® Entitlement

- Agreement# 0072  Sponsor: Basin S.0. #072
® Allocations

® Orders Program / Year

@ Reports Choose a Program SCH V
Choose a Fiscal Year 2006 ~

[<Back | [ Cancel | [ Next> ]%

Select the Fiscal Year by clicking on the arrow next to the year. Choose the year from the
drop-down list (example: 2006) then click on the “Next” button. The following screen will
appear.
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CRRS NSLP SFSP cMDT
Home Home Home Home

Exit

Entitlement Inquiry

® Entitlement
- Sponsor Inquiry Agreement# 0072 Sponsor: Basin S.0.#072 Program: 2006 SCH

G ] Eotement | Used | Alocation | Dwe | Orgimal | S

Aand B £9.270.00
$9.029.64 $5240.36 Aug0s 6/28/2005 5240.36 Successful
$8.859.96 $169.63 Reg37 TMT/2005 $169.68 Successful
$5,859.96 50.00 Aug205 72772005 50.00 Successful
$8.659.96 $0.00 Sepls 712712005 50.00 Successful
§4.680.82 5716.48 Eeb06 120312005 5716.48 Successful
54,034.12 5646.70 RegﬁEE%UUE 5646.70 Successful
§3.382.17 $651.95 Mar06 1/26/2006 $681.95 Successful
$3,114.43 $237.74 Reqd492 2/13/2006 523774 Successful
$3.045.88 $65.55 Regd500 2/13/2006 $66.55 Successful
$2.611.30 5437 58 Aprb %ﬂﬂﬁ 543758 Successful
$2.527.07 $84.23 Regd755 3 006 $84.23 Successful
§2.22417 $302.90 Reqd854 4/4/2006 5302.50 Successful
Remaining §2,224 17
3
0 Internet

As the ordering process is in two parts, so is the reduction in entitlement.

Part 1 is for the allocated commodities and is completed between the 1% and 10" of the
month. These entries will be indicated by a three letter month and two digit year (example:
MarQ6).

NOTE: Amount used for Part 1 shows the dollar amount of the inter value of all the
allocated commodities. Not until after the 10™ will the amount show what you really
ordered.

Part 2 is for the surplus request part of the process and is done between the 16" and 25™
of the month. These entries will be indicated with a prefix of “Reg” followed by a number
(example: Reg4500).

NOTE: Every time you submit an order through Surplus Request a new allocation number
is generated. The entry will be labeled “Reg” and followed by a number (example:
Reg4755) You may go into the Surplus Request as many times as you wish until the close
of business on the 25" of the month. After that you can not make any changes to your
order.

To view the report click on the order entry number, in blue, under the “Allocation” column.
The following screen will appear:
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T Favorites Tools Help

. ~ n
1 j :"| \ ) A A -
Q Back ~ >} x| | o | Search 7. Faverites 6_“( e

Address ﬂj http: //enp.sde. state.id.usfenp/frameManager. asp
Idaho Department of Education
CNP Commaodity Programs
2000

@ Entitlement Agreement Number #: 0072 Alloc ID: Mar06
_ Sponsor Inquiry Sponsor: Basin S.D. #072 Program: SCH
® Allocations Year: 2006

Allocation Date: 1/26/2006 Refuse By: 1/26/2006 Close Date: 1/26/2006
Commodity Pack Vendor
Code Description Size Price Alloc Qty Case Value Extended

Entitlement Commodities

A130 Comn Frozen 30# §0.00 4 $10.90 $43.60
A204 Potato Rounds Frozen 6/5# §0.00 3 $11.48 $34.44
A237 Salsa Canned 6/#10 $0.00 2 $14.78 $29.56
A408 Peaches Cling Sliced Canned G/#10 §0.00 4 $16.75 567.00
A433 Pears Sliced Cnd G/#10 50.00 2 520.02 540.04
A568 Eggs Whole Frozen 6/5# $0.00 3 51584 547 52
ABDB Beef Frozen Ground 40 40# $0.00 2 $56.91 $113.82
B119 Process Cheese Blend Sliced 6/5# §0.00 3 $45.67 $137.01
P304 Gold Kist Chix Nuggets (Processed) 128/3.75 oz $31.06 2 $15.48 $30.96
P902 Gold Kist Chix Patties (Processed) 129/3.72 oz $31.06 2 $15.48 $30.96
P905 Pierre Beef Patty (Processed) 140/2.3 oz $18.90 3 $35.68 5107.04

SubTotal: 30 5681.95

Total: 30 $681.95 %

This is an example of a Commodity Allocation Report that is generated each time you
place an order either through Part 1 or Part 2.

To print the Commodity Allocation Report click on the print icon on the top of the screen.

NOTE: Most of the reports in the CNP2000 program require you use the print icon within
the report area. This report does not.

To “Exit” the Commaodity Allocation Report click on the “Back” icon located on the top of
the screen. Then use the “Back” buttons on the screen to continue to exit.
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Reports

Bill of Lading and PAL Reports

Reports are grouped by category. Go to the side bar menu and click on “Reports” and
then on the subcategory “Reports.” The following screen will be displayed:

Idaho Department of Education
CN P Commodity Programs
2000

Report Category Selection

& Entitliement
#® Allocations
® Orders

Report Categories
Bills of Lading
PAL Reports

The Report Category Selection is where reports are accessed. You have access to Bills of
Lading and PAL (Planned Assistance Level) Reports.

Bills of Lading

A “Bills of Lading” cannot be created until the shipment has been processed. This usually
happens around the 26" of the month. You should be able to see your “Bill of Lading” after

the 27" of each month.

To view Bills of Lading, click on the “Bills of Lading” link.

CHMDT
Home

SFSP
Home:

Idaho Department of Education )
CNP Commodity Programs i b=

Report Category Selection

@ Entitlement

:2:::8"0"5 Qeport Categories
= Bills of Lading

| PAL Reports
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The following screen will be displayed:

Idaho Department of Education )
Commodity Programs e =

Bills of Lading

SFSP
Hoime Homnve

& Entitlement
@ Allocations

@ Orders Reports
® Reports Id Title Description
- Reports CmdRpt0E7 | Bill of Lading Displays the Bill of Lading Form for a Specified Month.

Click on the CmdRpt067 link (Displays the Bill of Lading Form for a Specified Month), the
following screen will be displayed:

Idaho Department of Education )
Commodity Programs i bl el eatd] Exit
Bill of Lading Form for Specified Month

ar: (prt—
@ Entitlement Report Parameter SP
® Allocations Select a Fiscal Year:

® Orders Sponsor Marne: 0072 - Basin 5.0. #072

® Reports Select a Delivery Month: |January {
- Reports

< Report List | Back to the Repart List
RS | Erter Hext Parameter

Select the Fiscal Year for the report you want to see from the drop down. Then click on the
Delivery Month from the drop down list. Click on the “Next” button. The following screen
will be displayed:

w Commodity Programs i bl el eatd] Exit
Bill of Lading Form for Specified Month
c Report Parameter Selection
® Entitlement f

® Allocations Select a Bill Of Lading Mumber: |EiLDDDE108312 -|
® Orders

@ Reports < Back | Bazck to the Previous Parameter
- Reports |
& Create Repun Creates the report based on selected parameter values.
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You normally will not have to choose a Bill of Lading Number unless you had two or more
shipments for a single month. Since there is only one shipment each month it is unlikely
you would have more than one order.

Click on “Create Report” button.

iy
File Wiew Favorites  Tools  Help |
<=Back ~ = - (2 i | @ search  [GelFavorites @0Media % | - Sb B |
Address I@:l httpiffcnp sde. stake.id us/cnpfframeManager . asp j @GD Lirks ¥
Idaho Department of Education ® (>} (>} e [x]
CNP Commodity Programs G ba? = e Exdt \
2000
| % & &%= % =] || 14 4 e > o= || b iEl

Presiew |

i nt [#- Marthwwest D

#® Allocations

|daho Department of Education - Child Nutn
P.0. Box 83720 Boise, ID 83720-0 I:
MNorthwest Distribution Emmett, |
- Reports

Delivery Month - January, 2004

R ecipiznt:

Basin 5.0, #072 Idaho City Hlg
Agreement WMumber- 0072 Contact- Cyn
Cyndi Watson 100 Centeril
Phone - {208) 392-4183 Ext.300

) Idaho City, 1D
Ifyou have any Shortages, Damage or Overages, thisfarm Fhone - (204

rmust be faxed to the State Office. FAX nurmber 208-332-6833.

47 o

A Bill of Lading report is created. It is a record of what you will receive. You can view the
report by moving the bottom and right margin arrows. To view the entire report at one
time, you must print the report. You will want to print the report before the delivery
truck shows up.

IMPORTANT!!! To print, use the print button located inside the report screen (just above
the tab labeled “Preview”) — do not use the print button in the top tool bar.

To exit this screen, click on the back button on the top of the screen. Then click on a
category listed on the side bar menu. Or, if you are done using the system, click on the
exit button in the upper right corner of the screen.
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Planned Assistance Level (PAL) Report

You create your PAL Reports by entering the time frame of the PAL report you want to
view. The report will list everything you have ordered in the timeframe you have
requested. The state agency will no longer be sending out PAL Reports — you now create
your own PAL Reports, as you need them.

Note: The PAL report is the report the auditor will request.

To print a PAL report, go to the side bar menu and click on “Reports” and then on the
subcategory “Reports.” The following screen will be displayed:

Idaho Department of Education ® [>] [P cC o
CNP Commadity Programs Home  tews  Home  Homs
2000

Report Category Selection

@ Entitlement

& Allocations Report Categories
Bills of Lading
>~ PAL Reponts

ol

Then, click on the “PAL Reports” link. The following screen will be displayed:

Idaho Department of Education ® ()] C (> e
CNP Commaodity Programs LRR= L et et Featld Exit
2000

PAL Reports

#® Entitlement
# Allocations

® Orders : Reports __
® Reports | Title | Description
- Reports Yalue af_ . . - . .
CrdRpt0ss Cammndltles Llsts_ Commodities Received by Each Sponsor in a
Received by Specified Date Range.
Sponsor

< Back |

Next, click on the link for “CmdRpt068.” The following screen will be displayed:
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Idaho Department of Education ® [>] [ »] [P cC o
c N P Commodity Programs CRRS NSLP CACFP SFSP CMDT Exit
2000

Home Home Home: Home Home
" Report Parameter Selection
@ Entitlement F

@ Allocations Please Select a FiscalYear: IQDD4 :I'

® Orders Please Select a Pragram: ISCH M
® Reports

- Reports < Feport List | Back to the Report List \/Q

& et > | Erter Mext Parameter

To generate your report, you must select a Fiscal Year — choose (example: 2004) from the
drop down list. You must also select a Program — choose from the drop down list. Click on
“Next” to continue. The following screen will be displayed:

Commodities Received by Sponsor

Home Homse Home: Home: Homse

Commodities Received by Sponsor
P —— Report Parameter Selection
@ Allocations Flease Select a Sponsor.

IBElSin SD.#072 'I
® Orders
® Reports < Back | Bazck to the Previous Parameter

- Reports |
b i Next » | Enter Nest Parameter

Choose your district or site from the drop down list and click on “Next” to continue. You
will not have to choose unless you have more than one program (School or Summer
Food). The following screen will be displayed:

Idaho Department of Education ® [>] [ »] [P cC o
c N P Commodity Programs CRRS NSLP CACFP SFSP CMDT Exit
2000

Idaho Department of Education ® [>] [ »] [P cC o
CNP Commodity Programs Fome  Home  Home  wome  home O
2000

Commodities Received by Sponsor
® Entitlement

® Allocations Please Enter a Beginning Date: I

L]
Orders Please Enter an Ending Date: I V
® Reports VA

- Reports
<« Back | Ezck to the Previous Paramster
Create RB[CIDI’T | Creates the report based on selected parameter values.

Enter a date range for your report. Enter a beginning date and an ending date — see the
following screen for an example. (You can enter whatever date range you wish as long as
it is within the fiscal year you select).
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Commodities Received by Sponsor
Report Parameter Selection

# Entitlement
® Allocations Please Enter a Beginning Date: IWUUEUM
Please Enter an Ending Date: IDE}GD."IEDDS
< Back! the Previous Parameter

Create P\Bpﬂﬂ | Creates the report based on selected parameter values.

The date needs to be entered as month, day, and year. With two digits for the month and
the day, then four digits for the year (mm/ddlyyyy).

After you have entered the date range, click on the “Create Report” button to generate
your PAL Report. The following screen will be displayed:

File Edit Mjew Favorites Tools Help

= Back - = - @ it | @Search [G&] Favorites @Media g | I%- =R
4P ¥ I@j http:ficnp sde state.id, us/cnpframeManager  asp
Idaho Department of Education
CN P Commodity Programs

2000
| % & &%= iow o] || 14 4 I of1+ SRR

Preview |
[#]- 0072 - BAS,

& Entitlement
#® Allocations
® Orders

® Reports

- Reports PAL - Commeodities Received by Sponsor

Frogram: SCH Fiscal Year: 2004

Agreement? f Sponsor Name Unit= Code Description

o072 - BASIN 500 #A072

A Commodities 16 AT Green Beans Canned
3 AT Firte Beans Canned
T 2025 Refried Beans Canned
5 A009 Carmotz Frozen Sliced
] A130 Com Frozen
4 AlE0 Peas Frozen
5 AlT4 Potato WMfedges Frozen
7 A204 Potato Rounds Frozen
0 AT Salza Canned
15 G50 Applezauce Canned _ILI
b I I LA K 3

The PAL report created is a record of the commaodities you have received during the date
range you entered. You can view the report by moving the bottom and right margin
arrows. To view the entire report at one time, you must print the report.

IMPORTANT!!! To print, use the print button located inside the report screen, just above
the tab labeled “Preview” — do not use the print button in the top tool bar.
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To exit this screen click on the “Back” button located on the top of the screen. Click on a
category listed on the side bar menu. Or, if you are done using the system, click on the
“Exit” button in the upper right corner of the screen.
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